
Didja Know

Do you know how to correct 
the meal rate on either the 
Authorization or Voucher?

You need to do this when 
meals are provided to you 
during a Conference, etc.



Didja Know

The next slides will show 
you how to get there!



Didja Know

Let’s say that during the 
Conference, lunch was 
provided on Tuesday,  

Wednesday, and 
Thursday.



Click on “Expenses”.

Then Click on “Per

Diem Entitlements”



Click “Edit” on the first day

that you are Provided a meal



06/02/2009

006/04/2009
Change this date to 06/04/2009

You will need to show that 

lunch was provided on 

2,3,4 June 2009.
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This is what the Meal 

Rate looks like before 

you make your 

adjustment.



You need to click on 

“Provided” and “Lunch”Click

Click



Scroll down and click 

“Save These Entitlements”



Go back and make certain that the changes 

saved before you sign your document!

This shows that Lunch was provided.



Didja Know

Another scenario is when 
rations are available for all 

3 meals



Didja Know

It’s pretty much the exact 
same process.



Didja Know

You just need to check all 3 
meals when that is the 

case.



Ta Da!

You have successfully changed your meal rate on your

Authorization/Voucher request.

But remember:  If unexpectedly the rate changed 

after your Authorization was approved, you STILL

need to fix it when you do your voucher.  

All the steps are the same.



Oops, pardon me!

That was a great lunch!


